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OFFICE OF THE SECRETARY OF STATE 

RECORDS MANAGEMENT DIVISION 

4 

APPLICATION FOR RECORDS RETENTION SWEDULE 
ARCHIVESmD HISTOR'I 

INSTRUCTIONS: See Publication NO. 76-EM-? for inStrudonS on completing th is  form. Forward signed original to 
Department of Ardiives and History, Records Management Division, 3 3  Capitol Avenue, Atlanta, Georgia, 30334. 

FOR AGENCY USE 
4mlrcnion Date 

May 19, 1976 
4mIiFanon Number 

1. Agency Address FOR RECORDSMANAGEMENT USE 

Apolicarion Number r Dept. o f  Adminis t ra t ive Services  
F i s c a l  Serv ices  Divis ion 
Treasury and Cash Management Sect ion 
116 Mi tche l l  S t r e e t ,  Room 445 - Dare Received 
Atlanta ,  Georgia 30303 

'76-166 
Dam ComDleled 

MAY 2 1 1976 I MAY 2 8 1376 

Nancy Ragan Accountant 11 656-2168 .~ 
I. Action Aeauened 

a. 
b. 

d Estabiisn Retention Schedule; record will continue to accumulate. 
0 Dispose of present accumulation; no further accumulation anticipated. 

c 0 Amend &lication No. CheckOne: 0 Chana; 0 Supercede: 0 Void 
I. Dnesofseriel I 5. Records Series Ti t le lfollowed by title used in office; if different1 

I &\&'b.Ctb iarlien Latest . 
I 8 n '65 TO Date I Municipal i ty  G r a n t P i l e  

i. Diiition and Office Funccion What is the  fundon of &Division and the Office in which th i s  record series IS aeated? 
EISCAL DIVISION - hdminis ters  Self-Insurance of S t a t e  Property and L i a b i l i t y ,  Work- 
men's Compensation f o r  S t a t e  employees, Treasury and Cash Management of S t a t e  Funds, 
and account ing and payro l l  systems des ign  through F i s c a l  Services .  
D U S U R Y  AND CASE MANAGEMENT SECTION - Receipts ,  d i sbu r ses  t o  agencies  and i n v e s t s  
S t a t e  General Fund and Revenue Sharing monies. Federa l  Funds rece ip ted  and d i sbur se  
include Letter of Credi t ,  Department of Transpor ta t ian  reimbursement, National Flood 
Control  Fund and National Fores t  Reserve Fund. Becipt and d i sbur se  var ious  Trus t  
Funds. Provide account ing s e r v i c e s  and records  for Superior  Court appropr ia t ion ,  
p r imar i ly  pay ro l l ,  a t t enden t  re t i rement  s y s t m s  and t r a v e l .  
mun ic ipa l i t i e s  for and d i sbur se  Grants t o  X u n i c i p a l i t i t f e s  and Counties. 

Insure  e l i g i b i l i t y  of 

'. Record Series Description 

Dofumentsrelating to: 

Th is  file contains the following documents (include form numbemand tjtlm, if any): 
Attach samples of the file. 

C e r t i f y i n g  that mun ic ipa l i t i e s  &ve met cri teria f o r  g ran t s  as p e r  
S ta t e .o f  Georgia(Code number and Certijicates). 

" 8  i 7 

lnduded are: Affadavi t s  from c i t ies  f o r  q u a l i f i c a t i o n s .  

File i s  arranged: Alphabet ica l ly  by c i t y  name. 

1. Monthly Rderena Rate 

One to six months OM 

How often are~records referred to which are: 

&en to lwe lve  months old 0 ; Thirteen to twenty-four months old 0 ; 

- F '  
O ?  

0 
twenty-five months and older . .  

. .  
1. 

;Shelves .~ : m e r  iwscify) - 
1 '  

140-73; R.v. 76 low) 



YES 

X 

11. Retention Rquiremena The following requires the series to be kept: x 
a. state Law years. d. Audit period years. 
b. Statute of limitation Yean. e. Administrative need 2 years. 
c. Federal law years. f. Federal retention instructions = years. 

NO 10. Oumionnaire (Place an "X" in the Proper column) - 
a. Is  this the official copy of the series? 

b. Does the series mntain confidential information requiring security handling? If  yes. cite law or regulation. 

If not. where is i t 7  

Y 

. * *. ; ~ -  *" ' , d * , s  7 
Attach copy or e x e r t  of laws or regulations. Explain adminiitrativp Fed. , . . .  . 

These instructions apply to all prior and future accumulations of the series. 

Recommendations in para- 
Faph 12 are aoproued. 
Nf disspproved, anach letter 


